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Agency Division/Unit 
REGISTERS OF WILLS AND ORPHANS' COURTS 

Item No. Description Retention 

MARYLAND COURT SYSTEM 

Probate Records 

REGISTERS OF WILLS AND ORPHANS' COURTS 

GENERAL RETENTION AND DISPOSAL SCHEDULE 

No .Z6S7 

General Schedule No.2^ff 7governs the retention and disposal or 
records created by or deposited in the Offices of the Registers of 

Wills and the Orphans' Courts. 

Records from this series that are maintained permanently will be 
transferred to the Maryland State Archives. 

This Schedule supersedes Schedules 662, 662A1, and 662A2. 
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Item No. Description Retention 

1. 

2. 

Section I 

ADMINISTRATIVE OFFICE RECORDS 

GENERAL ADMINISTRATIVE CORRESPONDENCE 

General correspondence, reports and miscellaneous papers relating 
to the operation and organization of the office of the Register of 
Wills, including formal and informal opinions and correspondence 
with the Office of the Attorney General. 

PERSONNEL FILES 

Papers, correspondence and forms related to employment in the 
office of the Register of Wills, including application forms, change 
in status information, tax reporting forms, complaints and other 
miscellaneous records, and forms and correspondence pertaining to 
the individual employee. 

Retain permanently opinions 
and correspondence with the 
Office of the Attorney 
General, office organization 
papers, reports, and material 
having continuing legal 
and/or administrative value to 
the operation of the office. 

Retain all other material for 
three (3) years, then destroy. 

Retain for twelve (12) years 
after termination of service, 
then destroy. 
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Section II 

FISCAL RECORDS 

AUDIT RECORDS 

Audit reports, discussion notes, and correspondence with the Office 
of Legislative Audits. 

BUDGET AND FISCAL PLANNING RECORDS 

Materials and supplies physical inventory 
Report of fixed assets 
Report of materials and supplies 

GENERAL ACCOUNTING RECORDS 

Bank deposit slips 
Bank statements 
Credit transmittals 

MISCELLANEOUS ACCOUNTING RECORDS 

Bank books, statements and deposit receipts 
Cash receipts and disbursements 
Delivery orders and receipts 
DGS disposal forms and contracts 
Employee reimbursements 
Expense Sheets 
Paid bills and invoices 
Periodic financial reports to local and State agencies 
Receipt copies 
Reconciliation balance sheets 
Returned check or check copy 

Retain permanently; transfer 
periodically to the Maryland 
State Archives. 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 

Retain for three (3) years and 
until all audit requirements 
have been fulfilled, then 
destroy. 


